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Instructions for completing VA Form 0727, Travel Savings Form

Enteryour nameandyour social securitynumberat the top right cornerof the form. Enterthe travel authorizationnumberfor each
trip reportedon the form. Thedateandday of theweekcanbe enteredf this helpsin recordingthe lodging expensesgor eachnight.
You canenterup to threeseparatdrips on eachform. Employeegeportingsavingsfor thefirst 30 daysof extendedTDY mustuse
two forms. Initial the Travel SavingsForm andsubmitit for eachtrip with lodging savingsor redemptionof frequentflyer benefits
through the office channels to the Incentive Awards Office.

Line 1. Enterthe maximumlodging ratefor the TDY locality for eachnight’s lodging (seeattachedTravel SavingsForm example).
For the first trip that began on Sunday, $84.00 for the first night was recorded.

Line 2. Enterthe actuallodging costfor eachnight’s lodging. For thefirst night in the example actualwas$64.50. For the second
trip, the employee stayed with relatives or friends and incurred no lodging costs. The amount is $0.00.

Line 3. Enterany additionalreimbursableransportationexpensesncurredwhile stayingat a lodging more distantfrom the TDY

site. A determinatiormustbe madeby thereviewingofficial thatthe transportatiorexpensesreexcessive.Theseamountsmustbe
deductedfrom the maximum hotel rate for the locality. The exampleshowsan employeewho incurred additional transportation
expensenf $6.00per day asa resultof stayingat lodging somedistancefrom the TDY site. The employeewill subtract$6.00for

each day.

Line 4. SubtractLines2 and3 from Line 1 for eachnight’s lodging from the maximumlodging rate. This will give you thelodging
savingsfor VA. Thefirst night's savingsfor thefirst trip was$13.50,the secondtrip was $50.00for eachnight, andthe third was
$14.00.

Line 5. WhenFrequentFlyer benefitsareusedto obtainfree coachclassairfare,find the Governmentontractfare amountfor that
date from http://policyworks.gov/org/main/mt/homepage/mtt/perdiem/continue.shtiihter the amount on Line 6 under the
applicable trip. In the example, the round-trip fare was $420.00

Line 6. Total the amountof lodging savingson Line 4 for eachnight and enterthe amountin "Total Lodging Savings"boxeson
Line 6 for each trip. For the first trip, the amount is $54.00. For the second trip, the amount is $200.00, and the third was $42.00.

Line 7. Total theamountof frequenttravelersavingson Line 5 andenteronLine 7.

Line 8. Enterthetotalsfrom the "SummaryData"boxeson Line 6 andLine 7 for eachtrip in the "Total Savingsfor VA" box. The
total savings was $716.00 for all three trips.

Line 9. Multiply the amounton Line 8 ($716.00)by 50 percent. This is the amountthat will counttoward the travel savingscash
award. In the example, the employee will receive an award in the amount of $358.00.



\,‘VL\ Department of Veterans Affairs

TRAVEL SAVINGS AWARD FORM

NAME OF EMPLOYEE

SOCIAL SECURITY NO.

John Traveler 987-65-4321
SAVINGS COMPUTATION NIGHT NAGHT NIGHT NIGHT NIGHT NIGHT NIGHT
DAY AND DATE Sun 6/1/96 Mon 6/2/96 Tue 6/3/96 Wed 6/4/96
1. MAXIMUM LODGING RATE $84.00 $84.00 $84.00 $84.00
2. MINUS ACTUAL COST $64.50 $64.50 $64.50 $64.5(
3. MINUS EXCESS TRANSPORTATION $6.00 $6.00 $6.0(Q $6.00
4. LODGING SAVINGS FOR VA $13.5C $13.5C $13.50 $13.5(
5. FREQUENT TRAVELER TRANSPORTATION SAVINGS B | Son e O e e MENT Fare. $ 420.00 SAVINGS BY USEOFMILES & 190.00
TRAVEL AUTHORIZATION NO.  TQQQ99 INITIALS OF EMPLOYEE INITIALS OF TRAVEL APPROVING OFFICIAL
DAY AND DATE Mon 7/6/96 Tue 7/7/96 Wed7/8/96 Thur 7/9/96
1. MAXIMUM LODGING RATE $56.00 $56.00 $56.00 $56.00
2. MINUS ACTUAL COST $0.00 $0.00 $0.0Q $0.00
3. MINUS EXCESS TRANSPORTATION $6.00 $6.00 $6.0Q $6.00
4. LODGING SAVINGS FOR VA $50.00 $50.0d $50.04 $50.0(
5. FREQUENT TRAVELER TRANSPORTATION SAVINGS B> | {ON RESTRIGIED COACHIGOVERMMENT FARE  $ 240.00 SAVINGS BY USE OF MILES ¢« ) (1)
TRAVEL AUTHORIZATIONNO. 788888 INITIALS OF EMPLOYEE INITIALS OF TRAVEL APPROVING OFFICIAL
DAY AND DATE Wed8/1/96 Thur 8/2/96 Thur 8/3/96
1. MAXIMUM LODGING RATE $68.0( $68.0d $68.0d
2. MINUS ACTUAL COST $48.0( $48.00 $48.0(
3. MINUS EXCESS TRANSPORTATION $6.00 $6.00 $6.0(
4. LODGING SAVINGS FOR VA $14.0( $14.00 $14.0(
5. FREQUENT TRAVELER TRANSPORTATION SAVINGS B | {0\ b rricren concicovervienT FaRe $ 660.00 SAVINGSBYUSEORMILES ¢ .00
TRAVEL AUTHORIZATION NO. T77777 INITIALS OF EMPLOYEE INITIALS OF TRAVEL APPROVING OFFICIAL
SUMMARY DATA 1sT 2 3RD SIGNATURE OF EMPLOYEE DATE
6.TOTAL LODGING SAVINGS $54.0¢ $200.04 $42.00
7.FREQUENT TRAVELER TRANS. SAVINGS $420.0( $0.0Q $0.0( SIGNATURE OF TRAVEL APPROVING OFFICIAL DATE
8.TOTAL SAVINGS FOR VA $716.0( $200.0d $42.0(
9.AWARD AMOUNT TO EMPLOYEE $358.0(
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